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	Xxxxxx Office

	
	 ABN 15 211 513 464
	

	
	 Name
Title
	Room XXX

Building and code

University of Sydney NSW 2006 

AUSTRALIA

Telephone:   +61 2 xxxx xxxx

Facsimile:    +61 2 xxxx xxxx

Email:

Web:   www.usyd.edu.au



[Insert name & address details]

Dear  [insert name]
I am preparing a collection of course readings [delete as appropriate  in print format /on CD-Rom]for [insert number of students] enrolled in [the name of unit] in the [insert Faculty/School or Dept ] at the University of Sydney. 

As copyright holder/licensor of the item described below, I am writing to request your permission to reproduce a copy of the full text of the item listed for inclusion [delete as appropriate in the printed course readings / on the CD-Rom]. The text of material will not be altered and full acknowledgement of the work will be given.
Author:

Title :

Edition:

Publisher: 

Details of publication:

It is expected that the unit’s curriculum will remain current for the next [insert number ] of years, and permission is therefore sought to use the material until [insert date].
The reading packs will be delivered free to students in the unit of study and the University  will not benefit commercially in any way from the reproduction of  the material.

We would be pleased if you could advise at your earliest convenience whether permission is granted by completing and returning the enclosed form. If you have any further queries, please do not hesitate to contact me.
Regards,
[Name

Position]

[Date]

Permission to copy of more than 10% of a copyright work for inclusion in a print or CD-ROM course pack 
[Date]
As copyright holder/licensor of the item described below, permission is granted to reproduce the material listed below for inclusion in a print or CD-Rom course readings pack for distribution to students enrolled in [insert name of unit  of study ] at the University of Sydney.
To the best of our knowledge the work is original, and does not infringe copyright of any other party. 
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PLEASE RETURN COMPLETED FORM TO
[Insert Name]
Faculty of  [XXX]

[Address details] 

University of Sydney, NSW 2006

[Phone , Fax & e-mail details]
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